ADE
IT Department

3
ATrizona

Department of Education

ADEConnect: MCESA RDSS Applications

Quick Reference Guides

Only For Applications:

RDSS: Profile
RDSS: Observation
RDSS: Assessments
RDSS: Leaders, Coaches, PCG Educators
RDSS: Video Bank
RDSS: Award Verification and Payout

Published: August 19, 2015

Version 1.0



ADE Quick Reference Guides
ADEConnect — Application Name

Arizona
Department of Education

Table of Contents

e Lo To LU o1 A To ] o E TP PPPPPPP 1
What are the RDSS APPICALIONS? ...t e 1
Who Uses RDSS APPIICALIONS? ......uuiieiiiiiie ettt e e e et e e e e et e e e eean e 1
What District Entities are allowed aCCESS? .......ccvviiiiiiiii e e e 1
What Are My Responsibilities As An Entity AAmINIStrator? ...........cooeuviiieveiiiiieeeiiiieeeeeeiiee e 1
Technical REQUITEIMENTS. ... ...uu ettt e e e et eeeeaa e eees 1

Entity Administrator Functions & INStruCtions ... 2
Create a New EXternal USEr ACCOUNL..........uiiiiiiiiieeee et e e e e e et e e e et s e e et e e e eaa e e e enenn s 2

To Create A NEW USEI ACCOUNL, ........uuuiiiiiiiiie it r et e e s e e e e e e enes 2

Search FOr AN EXIStING USEI ..ottt 4
To Search FOr AN EXISHING USEK ......ociiiii et e e e 4

Add An Entity TO AUser’'s ACCOUNt ... 5
To Add An Entity TO A USEI'S ACCOUNT........coiiiiiiiiiiiie e 5

Add AROIE TO A USEI’S ACCOUNT i 8
To Add An LEA Role Or Program To A UsSer's ACCOUNt, ........ccouuviiiiiiiiiniiiiiiiieeeeeie e 8
To Add A School Role Or Program To A User's ACCOUNE, .......cccuvuieiiiiiiiieeiiiie e eee e 14
PassWOord RESEt REQUESTES ......ccouuuiieiiiiiie et e e et e e et e e e eeann e 17

Edit An Existing User’'s Role ACCeSS..............ccccoiiiiiii 18
Check An Existing User's Roles and Program ACCESS ..........uiveiiiiiiiiiiiiiiiieiiiee e 18

Remove An Entity From A User’s Account .............cccccooiiiiiiiiii e 20

Remove Role Access From a User’s Account ...............ooooiiiiiiiiiiiiniiniiiiicccee e 21

Delete @ USEI'S ACCOUNT ...uuiiiiiiiee ettt e e e e e ettt e e e e e e s ettt e e e e e e e e s e annbnnaeeeeaaeeeaanns 24

Edit A User’'s Name Or Email Address ............ccuuiiiiiiiiiiiiiiiiieee e 25
To Edit A User's Name Or Email AdAreSs ..........iiiiiiiiiiiiiiiiii e 25

Frequently Asked Questions (FAQ’S).........cccouiiiiiiiiiiiie e 27
Please see the public webpage with the most up to date details on ADEConnect questions. 27
For questions regarding RDSS appliCatiONS? ........ccoiiiiiiiiuiiiie et 27
Who Do | Contact For Assistance Setting Up ADECONNECE? .........ccvvviiiiiiiiiiiieceeeee e, 27
Who IS My Entity ADMINISIIALON .........uuuiiiie ettt e e s 27
CONtACt ADE SUPPOIT ... .ttt et e e e et e e et e e ea e e eeanns 27

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas

Page i



ADE Quick Reference Guides

Arizona
Department of Education

ADEConnect — RDSS Applications

Introduction

What are the RDSS Applications?

Application Name

Application Description

RDSS: Profile

Reports on Observation progress, school growth, assessment
results, and REIL Score

RDSS: Observation

Data entry and export for Teacher, Academic Coach, and
Leader observation scores.

RDSS: Assessments

Data entry and export for Group B student assessments

RDSS: Leaders, Coaches, PCG
Educators

Data entry and export for teacher-to-student and academic
coach-to-teacher connections

RDSS: Video Bank

Hosts and streams MCESA's professional Development videos

RDSS: Support & Data Verification

Allows educators to verify or submit Inquiry about their REIL
Score; also supports Payout process with Districts

Created: 19-Aug-15
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Who Uses RDSS Applications?

RDSS: RDSS: Leaders, Coaches, RDSS: Support & RDSS: Video
Managed in ADEConnect RDSS: Observation Assessments PCG Educators RDSS: Profile Data Verification Bank

RDSS Assessment and District District District
Observation Administrator District Administrator Administrator District Administrator Administrator Administrator No Access
RDSS Building Assessment and School
Roster Administrator No Access Administrator No Access No Access No Access No Access
RDSS District Administrative District
Assistant No Access Administrator No Access No Access No Access No Access
RDSS District Administrator District District District

District Administrator Administrator District Administrator Administrator Administrator User
RDSS District Assessment and District
Roster Administrator No Access Administrator No Access No Access No Access No Access
RDSS Former User No Access No Access No Access No Access No Access No Access
RDSS Peer Evaluator o .

District Administrator No Access No Access No Access No Access User
RDSS Program Administrator L . . . DIStr!CF D|str!ct_

District Administrator No Access District Administrator Administrator Administrator No Access
RDSS School Administrative School
Assistant No Access Administrator No Access No Access No Access No Access
RDSS Support Specialist Eva'luatee and (if SChO,OI_

assigned) Evaluator Administrator No Access No Access No Access No Access

RDSS: RDSS: Leaders, Coaches, RDSS: Support & RDSS: Video
Managed in HQT RDSS: Observation Assessments PCG Educators RDSS: Profile Data Verification Bank

School Administrator School School School

Principal and Evaluatee Administrator School Administrator Administrator Administrator User
. - School Administrator School School School

Vice-Principal . - . .

and Evaluatee Administrator School Administrator Administrator Administrator User
Teacher Evaluatee Teacher Teacher Teacher Teacher User
Academic Coach

Coach Coach Coach Coach Coach User

Arizona Department of Education
Information Technology Division
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What District Entities are allowed access?
This application limits the use of the RDSS Applications to the following MCESA REIL LEAS:

Alhambra Elementary
Gila Bend Unified

Isaac Elementary
Nadaburg Unified
Tolleson Elementary
Balsz Elementary

AZ Juvenile Corrections
Maricopa County Regional
Mobile Elementary
Phoenix Elementary
Roosevelt Elementary
Wilson Elementary
Incito Schools

What Are My Responsibilities As An Entity Administrator?

Entity administrators administer all user accounts in ADEConnect and control user access to each ADE
application.

Entity administrators are ultimately responsible for ensuring that their users are able to take advantage
of the convenience and security ADEConnect offers. By appropriately assigning roles and permissions,
entity administrators permit users to access the ADE applications they need to do their work. Entity
administrators also maintain the security of ADE information by ensuring that users only have access to
the applications and data they are authorized to see.

This document is specific to RDSS Applications. For details that apply to other applications, please
access the Training section of the ADEConnect public website for additional documentation and
training at http://www.azed.gov/aelas/adeconnect/

Technical Requirements

Please note you must have Internet Explorer 9 or above to access the ADEConnect Admin section of
the site; most applications in ADEConnect are compatible with other browsers. Internet Explorer 9 or
above is required to access the AZDash application

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 1 of 31
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Create a New External User Account

You must have entity administrator access at the Entity to create a new external user account. Entity
administrators at a district level do not have access the schools under a district by default. After
creating the account, you will need to add an Entity, and at least one role for the new user.

To Create A New User Account,

1) Access ADEConnect through your student information system or log into ADEConnect directly at
https://home.azed.gov/Portal/. Click on the Entity Administrator link under the Entity name.

Y ' A rizona

Department of Education

[-] Your Entitv Name - 00000

f _Entity Administrator]

. . Welcome Ahnert Jon >~ | @ Users
2) Inthe top right, type in
the user’s last name or 3)
email address. Next ;
click the search £ 5 i
button to verify the user Search for: Search within: L] Display Name = Domain
does not already exist. [ ione.doe@azed.gor] X 2 )[ANUsers V] L: AZED
Advanced Search ¥

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 2 of 31
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3) On the left, click Users. Next, click New.

g

4) For ADE Person Type, select EXTERNAL then type in the
user’s first and last name. Type in the user’s email address

zona Arizona Education Learning Accountability System
|
or\® .
/ Arizona
Department of Education
ADEConnect Users
Home %
=

Note: If you receive an error, ‘This value
already exists. Please try a different one,’
this indicates the user already has an
account. You will need to search for the
user, ensure the user has access to the
entity, and confirm the user has roles for
the entity.

and click Next.
4
Create User / +3 @
ADE Person Type * EXTERNAL ﬂ
First Mame * Jane %
Last Narme * Doe
Middle Name
Office Phone
These fields should only be populated for EXTERNAL users o
Thi

E-mail

Required for all EXTERMAL users

jane.doe@azed.gov

jane.d

ADE Stakeholder ID
Optional for EXTERNAL users

* Requires input

5 walue already exists. Please try a different one. /

oe@test.com

Net> |l Finish || Concel |

5) Verify that the user’s information is correct and click Submit.

a Forefront Identity Manager -- Webpage Dialog - g

Create User

| Genesl | |

+d @

[] Display Name « Domain

Attribute

ADE Person Type

E-mail
First Mame

Last Name

Resource Type

Value

EXTERMAL
jane.doe@azed.gov
Jane

Doe

User

< Back Submit I Cancel

[ (No display name)

Note: After successfully
creating a new user account,
you will be taken back to
Users screen. If you see the
message, No display nhame,
you need to refresh the page
and search for the user.

6) Now that the account has been created, you must add a relationship Entity for the user, and add the
roles needed for each entity, before the account will function properly. The user should receive an
email with a system-generated password. If the user did not receive the system-generated
password, please have the user contact ADE Support for assistance. For instructions on searching
for the user, please proceed to section below, Search For An Existing User.

Created: 19-Aug-15
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Search For An Existing User

To Search For An Existing User

1) Access ADEConnect through your student information system or log into ADEConnect directly at
https://home.azed.gov/Portal/. Locate the Entity you want to add for a user and click on the Entity
Administrator link under the Entity
name.

Y A rizona

Department of Education

[-] Your Entitv Name - 00000

| Entity Administrator]

2) Type in the user’s last name or email address, and then click on the search # | button. Click on the
user's name to open the user’s account.

If you are searching for a new user that you just created, you will need to add the Entity to the users
account. Please proceed to the section below ‘Add An Entity To A User’s Account,’ for instructions.

2 Users
Search for: Search within: |
IJanc.dceéd:cd.gc‘.{ X B liall Users ﬂ &
Advanced Search ¥ New

["] Display Name Domain

Arizona Department of Education
Information Technology Division
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Add An Entity To A User’s Account

Only users with entity administrator access can add Entity relationships to a user’s profile.

Arizona
Department of Education

To Add An Entity To A User’s Account

1) Access ADEConnect through your student information system or log into ADEConnect directly at
https://home.azed.gov/Portal/. Click on the Entity Administrator link under the Entity name.

)X A rizona

Department of Education

[-] Your Entitv Name - 00000

| Entity Administrator]

2) At the top right, in the Search For field, type the user’s last name or email address, and then click
on the search #  button.

Welcome Ahnert, Jon = |

Search fon Search within:
Ijane.doe@azed.gm{ x .EII;:\II Usersﬂ

Advanced Search ¥

3) Click on the user's name to open the user’s account.

(X A rizona

Department of Education

ADEConnect Users
Home %
Users New
LA [] Display Name « Domain Account Name
DIJane: Doe I AZED EXT3355357707

Arizona Department of Education
Information Technology Division
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4) At the top of the user’s profile, click on the Relationships tab.

2| Forefront Identity Manager -- Webpage Dialog
Doe, Jane
ADE Person Type EXTERNAL

5) Click the browse ~~ button. A list of Entities will be displayed. The list will only show the Entities in
which you have entity administrator access. If an Entity is missing, you do not have entity
administrator access for that Entity.

2| Forefront Identity Manager - Wszage?alog ‘ ]

Doe, Jane 2 9

Account Management Relationship Entity Administration |

Relationships

Display Name Description

1 items total Page,_'_ ofl 4 4 b bkl

Entity this user should have a relationship created for 7

ey Tera

6) Check the box for the correct Entity. | p—
Click Ok. R

e 'W‘WWW“WW‘ _

Ahnert. Jon

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 6 of 31
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8) The Entity will be added to the Relationships section on the user’s account (see example below).
Repeat the steps to add any additional Entity access the user will need. Once the relationships

have been added, you will need to add a role to the user’s account. Please proceed to the section
below for instructions on adding a role.

_Doe_ Jane

Relationships

Dusplay Name Descnption

Your Entitv Name - 00001 fo} seiect the check

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 7 of 31
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Add A Role To A User’s Account

In ADEConnect, permissions are granted through roles. Only users with entity administrator access can
add roles to a user’s profile. The user's account must have a relationship with an Entity before a role
can be added. Most of the roles provide the user with access to the applications, and to specific
functions within the applications. After adding a role it can take up to 30 minutes for the changes to
appear. The user will need to refresh the webpage or logout and log back in to view the changes.

Arizona
Department of Education

To Add An LEA Role Or Program To A User’s Account,

This is the list of Roles available for assignment at an LEA only level Entity. Principal and Assistant
(Vice-) Principals are available, but should be initially added in HQT per the district and state
requirements.

LEA and Program-wide
ADEConnect Role Names Description

An individual that performs duties in support of a
Superintendent and/or Assistant Superintendent.

RDSS District Administrative Assistant

A district level employee who An individual that administers
the accounting function for an entire school district; OR

A district level employee who plans, designs, and rolls out
assessments for an entire school district; OR

A district level employee who designs and rolls out the
curriculum and instruction approved by district, board and
stays abreast of current state requirements; OR

A district level employee who submits all SAIS reports to the
state and works with the local SIS system to provide data to
all other systems within the district; OR

RDSS Assessment and Observation
Administrator

District level employee who looks at all the assessments
reports and evaluation data and provides the board educator
effectiveness levels per school site. A lot of times uses school
labels and Galileo data to communicate this information; OR

District level employee who the manages all staff of special
education along with all their needs like IEPs, funding,
reporting to the state, local sites inspections.

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 8 of 31
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A MCESA employee whose primary responsibility is to
perform classroom observations for a cadre of assigned
teachers over the course of a year in REIL districts. They will
RDSS Peer Evaluator also support teachers with both on-site and cross-district
professional learning, ensuring that teachers receive the job-
embedded support needed to improve practice and student
achievement.

RDSS District Assessment and Roster An individual that performs secretarial duties in support of a
Administrator Superintendent and/or Assistant Superintendent.

Arizona
Department of Education

An HR Administrator who is an individual that administers the
human resources management function for an entire school
RDSS District Administrator district; OR

A Superintendent/Assistant Superintendent who directs and
manages an entire school district.

A MCESA Employee who has a signed Data Steward

RDSS Program Administrator Agreement for a MCESA district and directly supports the
district with RDSS applications.

1) Access ADEConnect through your student information system or log into ADEConnect directly at
https://home.azed.gov/Portal/. Click on the Entity Administrator link under the Entity name.

X A rizona

Department of Education

[Hide All

[_] Your District - 00000 Administrator Contact

F Entity Admin lﬁlrﬂlﬂfl

2) Atthe top right, in the Search For field, type the user’s last name or email address, and then click
on the search £ button.

Welcome Ahnert, Jon = | &

Search fon Search within:

2 ﬂjane.doe@azed.guﬂ x }}IIAIIUsersﬂ

Advanced Search ¥

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 9 of 31



file:///C:/WalleyWritingMisc/www.azed.gov/aelas
https://home.azed.gov/Portal/

(1864) W 33 (1sss) 8 (1910) [ 1,981 (2012)

ADE Quick Reference Guides S

ADEConnect — RDSS Applications

3) Click on the user’'s name to open the user’s account.

Arizona
Department of Education

Arizona Education Learning Accountability System

) A rizona

Department of Education

ADEConnect Users
Home %
Users New
My Profile [] Display Mame = Damain Account Name

3 , AZED EXT3333337T07

4) At the top of the user’s profile, click on the Relationships tab.

2 | Forefront Identity Manager -- Webpage Dialog
Doe, Jane
ADE Person Type EXTERNAL

5) Check the box next to the Entity, then click Edit.

Doe, Jane

Relationships

Duzplay Name Descnptson

Your District - 00000

ADE Roles

Duplay Name

1 fems total

sles A
oles To Add am

)

AN
~DE

Arizona Department of Education
Information Technology Division
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If the educator has a Position in HQT that will sync to a role in ADEConnect, the HQT

Roles tab will be present in the window. If present, click on the HQT Roles tab to verify
what role(s) have been synced from HQT. If they have the appropriate role, but do not
have the desired access, direct the user to ADESupport to troubleshoot the HQT entry.

Arizona
Department of Education

¢ Forefront Identay Manager -- Webpage Disdog

Demo School - 00001 Y

Help Info

ADE HQT ROLES

Dnplay Name

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 11 of 31
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If you are managing non-HQT roles, they are managed in the Entity Administrator Portal. The
steps below instruct you on updating user accounts for non HQT roles.

Arizona
Department of Education

6) Click on the browse = button.

Your District - 00000

noles Genera ’ Attestation

ADE Roles

Duplay Name

ms oty
ADE Roles To Add o

7) Check the box for the role to add and
then click ok. The role will be added
under ‘ADE Roles To Add.’ The roles for
each entity will be different; some roles
may not be available. For a list of ALL
ADEConnect application roles and
descriptions, Go to the ADEConnect
public site. Click OK.

Resource Type

8) Click OK again.

—
ltenstotal Page| 1 ofl jd 4 bk ki
— Rae A
ADE Roles To Add ——m—T I ~
ADE Roles To Remove 7
Fending Role Approvals
[0 Display Hame
There are no pending role approvals
8
/ W
Cancel

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 12 of 31
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9) Confirm the role is correct under ‘Inserted Items’ and click submit to apply the new role. You must
add a role at each Entity the user needs. Advise the user that it can take up to 30 minutes for the
changes to appear. The user will need to refresh the webpage or logout then back in to view the
changes.

Arizona Education

Arizona
Department of Education

Learning Accountability System

2| Forefront Identity Manager -- Webpage Di
EAGLE College Prep Harmony - 91170 20
Muitiple-Value Attributes Removed Items Inserted tems
ADE Roles To Add no removed item Your Role - LEA

Note: If you know name of the roles, you can also type in the role name in the 'ADE Roles’ To Add field and
click on the ‘Validate and Resolve’ checkmark then Click OK to save the new role.

Arizona Department of Education
Information Technology Division
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To Add A School Role Or Program To A User’s Account,

Arizona
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This is the list of Roles available for assignment at a School only level Entity

School ADEConnect Role Name ‘ Description ‘
Single school site clerk that manages the school front office
but in some districts can be the data entry clerk for the SIS
RDSS School Administrative Assistant system.

This person oversees a division of the school for instruction,
special programs, etc. Examples would include Math
Department Chairman, Head of Federal Programs, etc.

RDSS School Assessment and Roster
Administrator

A role used to fulfill the same needs as school Assistant

RDSS Support Specialist Principal and is used so that this person may be evaluated
against the Leading Observation instrument.

Educators who no longer are employed at a district in the
REIL program, but still need to access their own personal
information in RDSS: Profile and BFK: Awards in order to fulfill
payout tasks for the previous school year.

RDSS Former User

1) Access ADEConnect through your student information system or log into ADEConnect directly at
https://home.azed.gov/Portal/. Click on the Entity Administrator link under the Entity name.

) A rizona

Department of Education

[} Your School - 00001

| Entity Acministrator]

2) At the top right, in the Search For field, type the user’s last name or email address, and then click
on the search # button.

Welcome Ahnert, Jon = | @

Search for: Search within:
2 fljan&.due@azr:d.ga*.ri X EIIAIIUserEﬂ

Advanced Search %

Arizona Department of Education
Information Technology Division
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3) Click on the user’'s name to open oo
the user’s account. ATrizona
Department of Education
ADEConnect Users
Home %
Users iz
Iy Profile [ ] Display Mame = Domain Account Name
3 _AIJane:Doe I AZED EXTS5535357707
4) At the top of the user’s profile, click on [~ ; — .
_ ) < | Forefront Identity Manager -- Webpage Di
the Relationships tab. — e = phegs O
Doe, Jane
AL 'I"‘!t.";‘ 4 A Relationshag I Entity Administrat
ADE Person Type EXTERNAL
P m— ——
5) Check the box next to the Entity, then B Forstront e e . 9
click Edit. Doe, Jane
Relationships
5 y
Dusplay Name Descrption
Your School - 00001 st
If the educator has a Position in HQT that 8 | Foratront ety Waosoas - Webage Dlog
will sync to a role in ADEConnect, the Dame Schacl o000 a0
HQT Roles tab will be present in the ' : -
window. If present, click on the HQT Roles
tab to verify whether the user has already
inherited the desired role from HQT. If they
have a role but do not have the desired
access, direct the user to ADESupport to ADEHQT ROLES
troubleshoot in HQT -~

Arizona Department of Education
Information Technology Division
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6)

7

Check the box for the role to add and
then click ok. The role will be added
under ‘ADE Roles To Add.’ The roles for
each entity will be different; some roles
may not be available. For a list of ALL
ADEConnect application roles, and
descriptions, Go to the ADEConnect
public site. Click OK..

Click OK again.

ADE Roles To Add

Your Role - School

ADE Roles To Remove

ending Role Approvals

et ~
Duiplay Name

Confirm the role is correct under ‘Inserted Items’ and click submit to apply the new role. You must
add a role at each Entity the user needs. Advise the user that it can take up to 30 minutes for the
changes to appear. The user will need to refresh the webpage or logout then back in to view the
changes.

’ _— —
T e
Your School - 00001 2 ’
Multiple-YValue Attnbiutes Removed Rerms inserted Rems
es To Add no removed item Your Role - School

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 16 of 31
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Password Reset Requests

Arizona
Department of Education

Entity administrators do not have the ability to set a new password in ADEConnect. By default, a user’s
password is generated by ADEConnect and emailed to the user's email address. If a user did not
receive a password, please direct the user to ADE Support for assistance. Users who have registered
for password resets also have the ability to reset the password themselves at
https://home.azed.gov/Portal/and click on the Forgot Password link provided. If a user is unable to reset
his or her password, please have the user contact ADE Support at 602-542-7378 or 1-866-577-9636 or
by email at support@azed.gov.

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 17 of 31
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Edit An Existing User’s Role Access

To check an existing user’s roles using this method, you must have entity administrator access.

Check An Existing User’s Roles and Program Access

1) Access ADEConnect through your student information system or log into ADEConnect directly at

https://home.azed.gov/Portal/. Locate the Entity you want to add for a user and click on the Entity
Administrator link under the Entity
name.

XWX A rizona

Department of Education

[-] Your Entitv Name - 00000

| Entity Administrator]

2) Atthe top right, in the Search For field, type the user’s last name or email address, and then click
on the search # button.

Welcome Ahnert, Jon = |

Search for: Search within:
Ijan&.da&@az&d.gu*.ri X EIIAII Usersﬂ

Advanced Search ¥

3) Click on the user’'s name to open the user’s account.

X “A rizona

Department of Education

ADEConnect Users
Home %
Users New
My Profile [] Display Mame = Darmain Account Mame
[} Jane, Doe AZED EXT3555357707

Arizona Department of Education
Information Technology Division
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4) At the top of the user’s profile, click on the Relationships tab.

Arizona
Department of Education

2 Forefront Identity Manager -- Webpage Dialog
Doe, Jane
Account M anagement it
ADE Person Type EXTERNAL

5) Check the box next to the Entity, then click Edit.

Relationships

—
(+)
Y
Edit
Dusplay Name Description
Select the check
Your Entity Name - 00000 ,: ect the chec

6) The user’s current roles will be displayed under ADE Roles. Repeat steps 5 and 6 for any other
Entity you would like to check for this user.

Your District - 00000

ADE Roles

Duplay Name

ADE Roles To Add 7 D

Arizona Department of Education
Information Technology Division
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Arizona
Department of Education

Remove An Entity From A User’s Account

ADEConnect does not give an entity administrator the ability to manually remove an Entity from a
user’s account. If you remove all of the roles for an Entity in ADEConnect and on your student
information system, the system runs an automated process to remove the Entity if the user has no roles
assigned. User accounts with no roles for any of the Entity should be automatically deleted by the
system after a period of time (roughly 3 days).

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 20 of 31
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Arizona
Department of Education

Remove Role Access From a User’s Account

THIS FUNCTION WILL NOT REMOVE ROLES OR PERMISSIONS FOR POSITIONS THAT ARE
VALID IN HQT. ONLY THE END-DATE OF THAT POSITION IN HQT WILL REMOVE ACCESS.

This process will remove a user’s permissions granted by a role in ADEConnect. Once a role is
removed the user will lose access to the applications and functions granted by the role. Only users with
entity administrator access can remove a role from user’s account.

1) Access ADEConnect through your student information system or log into ADEConnect directly at
https://home.azed.gov/Portal/. Locate the Entity you want to add for a user and click on the Entity
Administrator link under the Entity name.

XWX A rizona

Department of Education

[-] Your Entitv Name - 00000

| Entity Administrator]

2) Atthe top right, in the Search For field, type the user’s last name or email address, and then click
on the search # button.

Welcome Ahnert, Jon = | €D

Search for Search within:
Ijane.due@azed.go~.1 x B IIAIIUserEﬂ

Advanced Search ¥

3) Click on the user's name to open the user’s account.

X A rizona

Department of Education

ADEConnect Users
Home E
Users et
My Profile [] Display Name Darain Account Name

D AZED EXT3555557707
Arizona Department of Education

Information Technology Division
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4) At the top of the user’s profile, click on the Relationships tab.

Arizona
Department of Education

< | Forefront Identity Manager -- Webpage Dialog
Doe, Jane
Al .,"T-'.'-:z.v:]:"l'("' tn
ADE Person Type EXTERNAL

5) Click the browse ~+ button. A list of Entities will be displayed. The list will only show the Entities in
which you have entity administrator access. If an Entity is missing, most likely you do not have
entity administrator access for that Entity.

2| Forefront Identity Manag;r--Wszage Dialog ‘ | ﬂ
—— e i
Doe, Jane 39
Genera Account Management Relationships | Entity Administration |

Relatioﬁships

Display Name Description

1 items total Pagz,_'. ofl 04 4 b ki
Entity this user should have a relationship created for v

6) The user’s current roles will be displayed under ADE Roles. (Repeat steps 5 and 6 for any other

Entity you would like to check for this user. ) Click the browse =\ putton next to ‘ADE Roles To
Remove'.

Your District - 00000

Genarsa Attectatinn
1 00KS otnNeral ‘ AESalon

ADE Roles

Duplay Name

1 fems total

ADE Roles To Add

Arizona Department of Education
Information Technology Division
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7) Check the box for the role you want to remove and click ok.

= = —— ———  — —————— ey
T

Select ADE Role

|+ Display Name

Resocurce Type
¥ vour Rotemoe Access |

ADE Role

Selected Fesources

Litenstotal Page[ 1 ofl [d 4 & ki
Yiour RaleRoke Aoness

Lok JJ[ conce

e ——————

|5

8) Click ok again.

1itemnstotal Page| 1 ofl Jd 4 b ki
ADE Roles Te Add =
ADE Roles To Remaove Your RoleRok Avoess o
Pending Role Approvals
| Display Hame
There are no pending role approvals
v
| 0K Cancel ]

9) Under the ‘Inserted Items’ column, confirm the role entered is the role you want to remove. Click
submit to save your changes.

I

—
& Forefromt identity Manager -- Webpage Dialog

Your Entity Name

Riple- ¥ abue Attribote ierted Rerr

emaved te Your Role Roke Access

L

Information Technology Division
www.azed.gov/aelas
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Arizona
Department of Education

Delete a Users Account

Entity administrators do not have the ability to directly delete a user’s account; entity administrators can
remove the roles and program access for all of the entities. After all role permission access has been
removed from a user’s account, the system will automatically delete the user’s account after a period
time. Only users with entity administrator access can remove role permissions from user’s account.

Arizona Department of Education
Information Technology Division
Created: 19-Aug-15 www.azed.gov/aelas Page 24 of 31



file:///C:/WalleyWritingMisc/www.azed.gov/aelas

ADE Quick Reference Guides
ADEConnect — RDSS Applications

Edit A User’s Name Or Email Address

If a user has arole that is synced from HQT (HQT Roles tab will appear if there are any synced
HQT roles) changes must be made in the HQT application in Common Logon.

Arizona
Department of Education

Entity Administrators have the ability to edit a user's name or email address in ADEConnect for a period
of 2 weeks after the account was created. Please note that if you change the user’s email address, this
can affect the user’s ability to log in as it can take up to 24 hours for the changes to take effect. If you
did not create the account, or the account was created more than two weeks ago, you can remove all
the roles from the user’s account and create a new account with user's new name or email address and
re-add the roles. If you would prefer, you can contact support; support has the ability to update names
and email addresses in the system after a period of two weeks.

To Edit A User’s Name Or Email Address

1) Access ADEConnect through your student information system or log into ADEConnect directly at
https://home.azed.gov/Portal/. Click on the Entity Administrator link under the Entity name.

XWX A rizona

Department of Education

[-] Your Entitv Name - 00000

| _Entity Administrator]

2) Atthe top right, in the Search For field, type the user’s last name or email address, and then click
on the search # | button.

Welcome Ahnert, Jon ~ | i@

Search for: Search within:
Ijan&.da&@az&d.gav{ x 2B IIAIIUsersﬂ

Advanced Search ¥

Arizona Department of Education
Information Technology Division
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3) Click on the user’'s name to open the user’s account.

L [ .
ATrizona
Department of Education

ADEConnect Users

Home &

Users New

My Profile [] Display Mame = Darmain Account Mame

|:|IJane:Doe I AZED EXTS5535557707

4) Edit the information on the General tab. Type in the changes to the user’'s name or email address
and Click OK.

Changing a users name will not affect the user's ability to log info ADEConnect. If you change the user’s
email address, it can lock the user out for up to 24 hours.

a Forefront Identity Manager -- Webpage Dialog
Doe, Jane WF @
General | Account Management | Relationships | Entity Administration |
ADE Person Type EXTERMAL
First Name ™
Jane
Last Mame * I
Middle Name
Office Phone
E-mail *
Jane Doe@azed.gov I
Primary e-mail address for the user
ADE Stakeholder ID
ADE Source System ADEConnect
* Requires input

Arizona Department of Education
Information Technology Division
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Frequently Asked Questions (FAQ’s)

Learning Accountability

Please see the public webpage with the most up to date details on
ADEConnect questions.

http://www.azed.qgov/aelas/adeconnect/answers/

For questions regarding RDSS applications?

Please contact the MCESA Field Specialist for your district.

Who Do | Contact For Assistance Setting Up ADEConnect?

Please contact the Support Center for assistance at 602-542-2222 or 1-866-577-9636 or
support@azed.gov. The Support Center will transfer you to one of our staff members who is can assist
you further.

Who Is My Entity Administrator

Please contact the Support Center for assistance at 602-542-2222 or 1-866-577-9636 or
support@azed.gov. The Support Center will provide you with a list of entity admin and their contact
details.

Contact ADE Support

If you have questions or require further assistance, please contact the Support Center for assistance at
602-542-2222 or 1-866-577-9636 or by email at support@azed.gov. The Support Center is open
Monday through Friday from 6am to 6pm and is closed for federal and state holidays.

Arizona Department of Education
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